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Guidance for Completing National Security Personnel System Position Description              
DD Form 2918, July 2006 

 
*   Blocks have a finite number of text lines.  Where additional text lines are required, National Security Personnel 
System (NSPS) Position Description Continuation Sheet may be used 

Block # Guidance 
#1 – Position 
Number 

Self explanatory.   
#2 – Position Title DoD NSPS Prescribed Title (NSPS SC1920.AP4) 
#3 – Occupational 
Code 

DoD NSPS Prescribed Code (NSPS SC1920.AP4) 
#4 – Organizational 
Title 

Informal title of position.  NSPS PDs may have an organizational title 
assigned locally  

#5 – Career Group DoD NSPS Prescribed Title (NSPS SC1920.AP1) 
#6 – Pay Schedule DoD NSPS Prescribed Code (NSPS SC1920.AP2) 
#7 – Pay Band DoD NSPS Prescribed Code (NSPS SC1920.AP5) 
#8 – Target Pay 
Band 

Self explanatory. 
#9 – OPM 
Functional Code 

If applicable, assign Functional Designation for Engineers and Scientists 
(NSPS SC1920, AP 5, Part V) 

#10 – Drug Test Self explanatory.  
#11 – BUS Code Self explanatory.  If 8888 is assigned , PD must include rationale.   
#12 – FLSA Self explanatory.  If exempt is assigned, citation of 5 CFR 551 exemption 

criteria must be included.  (NSPS SC1920.9)
#13 – Supervisory 
Status 

Assign appropriate supervisory status code 
#14 – 
Key/Emergency 
Essential 

Indicate if position is Key or Emergency Essential   
(DoD Directive 1404.10,  April 10, 1992 )  

#15 – Mobilization 
Indicator 

Self explanatory.   
#16 – 
Environmental/ 
Hazard Differential 

Self explanatory.  (NSPS SC1930.AP5)  

#17 – Certification 
Required 

Select one.  If “YES” identify the certification required. (e.g., DAWIA level) 
#18 – Positive 
Education 
Requirements 

Select one.  If “YES” identify the educational requirement.  (e.g., Bachelor’s 
Degree) 

#19 – Language 
Required 

Check one.  If “YES” complete Block #20.   
 

#20 – Language 
Identifier 

Indicate language identifier code and clear text (e.g., FRA =  French)  
 

#21 – Financial 
Statement Required 

Select one. 
#22 – Position 
Sensitivity 

Self explanatory. 
#23 – Pay Pool 
Indicator 

Self explanatory.   
#24 – 
Lautenberg/Smith 
Amendment 

Select one.   
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(Continued) 
 
#25 – Duties   * The PD information must be sufficient to classify the position, e.g., career 

group, pay schedule, pay band, occupation code, title, supervisory status, 
FLSA status, qualifications.  (NSPS SC1920.4.8)  Additional information may 
be added to NSPS Continuation Sheet. 

#26 – Position’s 
Organization 

The organizational location of the position.  (e.g., component, installation, 
department, division, branch, section) 

#27 – Position 
Occupied 

Enter either: 
“1 = Competitive Service” 
“2 = Excepted Service” 
See 5, §212.101, for information on the competitive service; 5 CFR, 
§213.101, for the excepted service.   

#28a – Duty Station Self explanatory. 
#28b – Geographic 
Location Code 

Self explanatory.   
#29 – Core      * 
Competencies 

KSAs and behaviors identified as important to the position and used for career 
and personal development.  Additional information may be added to NSPS 
Continuation Sheet. 

#30 – Component 
Information 

Component specified 
#31 – PPP Option 
Code 

Indicate applicable three digit code and clear text  
#32 – Skills     * 
Information 

KSAs developed from job analysis which the employee needs to execute the 
duties of the position.  Also includes credentials, licenses, etc.  Additional 
information may be added to NSPS Continuation Sheet. 

#33 – Conditions * 
of Appointment 

Unique or special requirements of the position, such as security clearance, 
travel requirements, driver’s license.  Additional information may be added to 
NSPS Continuation Sheet. 

#34 Other 
requirements 

Self explanatory. 
#35 – Authorized 
Management 
Official  

See NSPS SC1920.4.7 

#35a – Signature Self explanatory. 
#35b – Title Self explanatory. 
#35c - Date Self explanatory. 
#36 – Classification 
Approved by  

See NSPS SC1920.4.7 
#36a – Signature Self explanatory. 
#36b – Title Self explanatory. 
#36c - Date Self explanatory. 
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	PositionNumber: 
	DODReserved1: 
	DrugTest: Yes
	PositionTitle: Social Services Technician
	OccupationalCode: 0186
	OrganizationalTitle: 
	CareerGroup: Standard
	Pay Schedule: YB
	PayBand: 02
	TargetPayBand: 02
	OPMFunctionalCode: NA
	FairLaborStandardsAct: Yes
	CertificationRequired: 6
	PositiveEducationRequirements: 6
	LanguageRequired: 6
	FinancialStatementsRequired: 6
	LautenbergSmithAmendment: 6
	NationalGuardBureau: Off
	BusCode: 
	FairLaborStandardsActOther: 
	SupervisoryStatus: 8
	KeyEmergencyEssential: 
	MobilizationIndicator: 
	EnvironmentalHazardDifferential: 
	CertificationRequiredOther: 
	PositiveEducationRequirementsOther: 
	LanguageIdentifier: 
	PositionSensitivity: 
	PayPoolIdentifier: 
	Duties: Serves as a full-performance level staff social services technician who practices in the areas of counseling, guidance, employment assistance or similar programs in a medical facility, clinic, or other facility.  Carries out routine/non-routine, procedural, and complex technician and administrative duties of the social services technician occupation. Working independently and under general supervision and guidance, performs the following major duties:-Provides direct/indirect client services-Assesses clients' needs-Establishes clients' eligibility for benefits and services-Examines financial documents to determine clients' eligibility for various social services-Arranges for transportation and escorts-Provides emotional support-Monitors and keeps case records on clients and reports progress to supervisor/case managers-Telephones and/or visits clients' homes to make sure services are being received-Assists clients with completion of insurance and medical forms, financial assistance, etc.-Organizes and leads social service group activities-Assists clients in need of counseling or crisis intervention.
	PositionsOrganization: 
	PositionOccupied: 
	DutyStation: 
	GeographicalLocationCode: 
	CoreCompetencies: General adherence to guidelines Attention to detail Reading and interpreting technical materialsUsing appropriate information technologyWorking effectively as a member of a health care delivery team
	StandardOccupationCode: 0186
	AFSpecCodeMilOccupationalSpec: 
	Role: 
	Specialty: 
	ScopeAndImpact: 
	OrganizationalEnvironment: Medical Facility of Clinic
	CareerFieldCommunity: Medical
	ReservedForComponentUse: 
	PPPOptionCode: 
	SkillsInformation: -Comprehensive working knowledge of a body of standardized administrative, clerical and/or technical procedures to support work of the assigned office/organization-Comprehensive working knowledge of local social and community services resources-Comprehensive working knowledge of appropriate procedures to build and maintain accurate information/client files-Detailed knowledge of program functions, regulations and procedures-Comprehensive knowledge and skills in routine/non-routine fact finding and analysis to interview individuals, obtain factual information and explain agency procedures and regulations to clients-Superior skill in obtaining relevant factual information from individuals who may be emotionally upset and/or unwilling to admit to problems and are unaware of social services options available-Comprehensive knowledge of English grammar and usage of program vocabulary -Comprehensive knowledge of agency maintenance and filing system-Expert oral and writing skills
	ConditionsOfAppointment: -High school graduation or equivalent-General experience in any type of work that demonstrates the applicant's ability to perform the work of the position, or that provided familiarity with the subject matter or processes of the broad subject area of the occupation.PLUS-A minimum of one year of specialized experience that equips the applicant with the particular knowledge, skills, and abilities to perform successfully the duties of the position and that is typically in or related to the work of the position.-Completion of a post-high school education or a bachelor's degree, with at least 24 semester hours in a subject directly related to the work of the position, may be substituted for some or all of the required experience.-Current basic life support (BLS) certification required.
	DODReserved2: 
	DODReserved3: 
	DODReserved4: 
	ComponentUse: 
	35Title: 
	36Title: Department of Navy Principal Classifier
	35Date: 
	36Date: 2009/11/19
	AirArmyReserveTechnician: Off
	Continuation: -May be required to perform regular schedule of emergency department call, work weekends, shifts, holidays, watch duties, extended work hours based on patient workload or unplanned emergencies.-Position may be designated as essential during inclement weather conditions or other emergency conditions.-The position may be subject to Public Law 101-647, Section 231, identified as having “regular contact with children,” and therefore would be required to obtain and maintain a favorable result from a State Criminal History Repository check. Check applicable patient group(s) from the list of the Age Specific Patients below:   Newborn (birth - 1 Month)        Infant/Young Toddler (>1 month to <24 months)     Preschooler (2-5 years old)                                              Child (6-12 years old)               Adolescent (13-18 years old)                                   Adult (19-44 years old)   Middle Adult  (45 < 65 years)    Mature Adult (65 -79 years old)                              Elderly (80 years and older)
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